
TRUSTEES FINANCIAL 
SUMMARY (TFS) 

OPI’s 2017 Summer Workshops 



  

What does that mean to you? 

  
 



   



LET’S LOOK AT THE… 

Who 

What 

When 

Where 

How 

  



WHO? 

Elementary 

High School 

K-12 

Special Education Cooperative 

  



WHAT? 
Project Reporter Code Report 

Balance Sheet 

Schedule of Revenues/Expenditures and Change in Fund Balance 

Detailed Expenditure Report 

Schedule of Changes in Fixed Assets, Depreciation and Net Fixed Assets 

Schedule of Changes in Long-Term Liabilities 

 

 

  



WHEN? 

After properly recording all fiscal year-end 
 adjusting entries 

 closing entries 

Due Dates:  15th of the month 
  



TFS DUE DATES 

County Superintendent 
OPI      AFTER budget is done  
            No later than 

September 2017 

SU MO TU WE TH FR SA 

          1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 
16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

August 2017 

SU MO TU WE TH FR SA 

    1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31     



WHERE TO START? 

Instructions 

On our website 

  www.opi.mt.gov 



OPI.MT.GOV 
FINANCE & GRANTS 

BUDGETS 



OPI.MT.GOV 

Finance & Grants / School Finance / Budgets 



TFS INSTRUCTIONS 

1. PRINT the instructions 

2. READ the instructions 

3. USE the checklist 
 Suggested Procedures for Completing the 

Trustees Financial Summary (pg 5) 
 

  



Page 5 of instructions CHECKLIST 



HOW TO START? 

OPI MAEFAIRS application 

Reports / TFS / TFS 
What Report Type do you select? 



Reports 

TFS 

TFS 

FUNDS 

SELECT 

ONE OR 

ALL 



STEP1:  LET’S GET STARTED 

                 

DATA ENRY 

TFS 



SELECT YOUR 

DISTRICT 



PREFILLED DATA VERIFICATION 

   Page 1:  FY17 TFS 

Verify the following prefilled FY 2017 TFS amounts.  

  

   Page 2:  FY18 Budget 

Print a blank FY 2018 budget report 0001 OWhatFun 
Elem and verify the following prefilled FY 2017-2018 

  

  



SNIP IT OF PG1 



SNIP IT OF PG 2 



STEP 2:  BUDGET 
AMENDMENTS/TRANSFERS 
Confirm budget amendments (PRC 910 – 949) 

 

Confirm transfers sent to OPI were entered (PRC 950-
999) 

 

Revenues & Expenditures MUST be 
reported with the assigned PRC’s  



STEP 3:  SOFTWARE 

Identify software package 

MASBO Mentoring program 

Clerk to clerk networking 

 

Who to Contact:   

Excel printout shows you whom to contact. 



STEP 3:  

   

  

SELECT: 

All LEs 

Accounting 

Package List 



STEP 3:  

   

  

   

  

SELECT: 

Open in 

Excel 



GREAT TOOL FOR… 
MASBO Mentoring program 

Clerk to clerk networking 
 



STEP 4:  PROJECT REPORTER 
CODES (PRC) 

1. Prior year programs – copy to CY first 

2. Filter by PRC 

3. Enter new PRC (NOT 900 – 999) 

4. PRINT PRC Report 

 



PRIOR YEAR PROGRAMS 



PRIOR YEAR PROGRAMS 

SELECT: 

Copy To 

Current Year 

NOTICE: 

 

 Prior Year 

 PRC 



STEP 4:  PROJECT REPORTER 
CODES (PRC) 

1. Prior year programs – copy to CY first 

2. Filter by PRC 

3. Enter new PRC (NOT 900 – 999) 

4. PRINT PRC Report 

 



FILTER BY PRC 



Let’s search by Program Title: 
What if we only put in the beginning of the 

Program Title: 



We get all the PRC’s 

where the Program 

Title starts with ‘title’ 



STEP 4:  PROJECT REPORTER 
CODES (PRC) 

1. Prior year programs – copy to CY first 

2. Filter by PRC 

3. Enter new PRC (NOT 900 – 999) 

4. PRINT PRC Report 

 



ENTER 
NEW 
PRC 



ENTER 
NEW 
PRC 



STEP 4:  PROJECT REPORTER 
CODES (PRC) 

1. Prior year programs – copy to CY first 

2. Filter by PRC 

3. Enter new PRC (NOT 900 – 999) 

4. PRINT PRC Report 

 



PRINT PRC REPORT 



 
PROJECT REPORTER CODES 

Fund 15 revenues 

Revenue 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

3660 366 2008 $33,715.45 

Fund 15 expenditures 

Program 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

 

366 366 2008 $10,000 

366 366 2009 $10,000 

366 366 2010 $13,715.45 

Total $33,715.45 



 
PROJECT REPORTER CODES 

Fund 15 revenues 

Revenue 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

3660 703 2008 $33,715.45 

Fund 15 expenditures 

Program 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

 

366 703 2008 $10,000 

366 704 2009 $10,000 

366 705 2010 $13,715.45 

Total $33,715.45 



 
PROJECT REPORTER CODES 

Fund 15 revenues 

Revenue 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

3660 703 2008 $33,715.45 

Fund 15 expenditures 

Program 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

 

366 703 2008 $10,000 

366 704 2009 $10,000 

Total $20,000 

Mis-coded: 

1XX 705 2010 $13,715.45 



 
PROJECT REPORTER CODES 

Fund 15 revenues 

Revenue 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

3660 366 2008 $33,715.45 

Fund 15 expenditures 

Program 

Code 

Project 

Reporter 

Code 

Fiscal Year Amount 

 

366 366 2008 $10,000 

366 366 2009 $10,000 

Total $20,000 

Mis-coded: 

1XX 366 2010 $13,715.45 

There is 

consistency 

in using the 

same PRC 



STEP 5:  BALANCE SHEET 

1. Select the Fund  

2. Cash: only line item that = a negative amount 

3. Inventory (enter amt.) = automatic Reserve for 
Inventory  

4. Consumption Method for Inventory = check box 

5. Report shows 2 years of information 
 can be useful for the Management, Data, & Analysis 

6. Print Validation Report Button 





STEP 5:  BALANCE SHEET 

1. Select the Fund  

2. Cash: only line item that = a negative amount 

3. Inventory (enter amt.) = automatic Reserve for 
Inventory  

4. Consumption Method for Inventory = check box 

5. Report shows 2 years of information 
 can be useful for the Management, Data, & Analysis 

6. Print Validation Report Button 



CASH:   

The only line 

that can have a 

negative 

amount 



Be sure to check the box if your district uses 

the consumption method for inventory 



STEP 5:  BALANCE SHEET 

1. Select the Fund  

2. Cash = only line item that can be negative 

3. Inventory (enter amt.) = automatic Reserve for 
Inventory  

4. Consumption Method for Inventory = check box 

5. Report shows 2 years of information 
 can be useful for the Management, Data, & Analysis 

6. Print Validation Report Button 





STEP 5:  BALANCE SHEET 

1. Select the Fund  

2. Cash = only line item that can be negative 

3. Inventory (enter amt.) = automatic Reserve for 
Inventory  

4. Consumption Method for Inventory = check box 

5. Report shows 2 years of information 
 can be useful for the Management, Data, & Analysis 

6. Print Validation Report Button 



VALIDATION REPORT EXAMPLE 
 Warning 

 The school district received $33,715 (revenue code 3660) for 
the State One Time Only (OTO) Capital Investment and 
Deferred Maintenance in FY2008.  To date, your district has 
reported expenditures, using program code 366, totaling 
$3,715.  Any unspent funds remaining at the end of FY2017 
must be reverted back to the state general fund.  Please call 
OPI before committing any unspent funds.  Call if you 
disagree with the amounts shown on the validation.  
(TFSRE-R08) 



VALIDATION REPORT 

 IS AN 

EXCELLENT TOOL 



STEP 6:  REVENUES 

1. “GO TO” links 

 

2. Prefilled revenues – General Fund 

 





“GO TO” LINKS 



PREFILLED REVENUES 

Yes, it is calculated for you 



STEP 6:  REVENUES (CONTINUE) 

3. Enter revenue – (cancel, save, delete)  
 3115-State Spec Ed payment changes as expenditure code is entered 

 

4. Enter revenue in Fund 15 using PRC 

 

5. Print Revenue Report 

  2 year info except for Fund 15. 

 Schedule of changes worksheet 

 Fund 15 – Project Reporter Summaries 



ENTER REVENUES 



ENTER REVENUES USING 
PRC CODE 



PRINT REVENUE REPORTS 



STEP 7:  EXPENDITURES 

1. Enter expenditures 

2. PRC required in Fund 15 (different for each project) 

3. Print Expenditure Report 

4. Can toggle between revenue, expenditure, and 
balance sheet screens. 



EXPENDITURES 



DROP DOWN BOX FOR 
PROJECT REPORT CODE 



DROP DOWN BOX FOR 
PROGRAM CODE 



DROP DOWN BOX FOR 
FUNCTION CODE 



YOU GET THE IDEA… 



STEP 8: DETAILED EXPENDITURES 

1. Print blank report which shows last year as a guide 

2. Run a report on all 112’s then subtract off the 
specific 112’s listed to derive the XX XXX 1XXX 
112. 





STEP 9:  FIXED ASSETS 

1. Select Activity type 

2. Add New Record 

3. Enter record:  Adjustments, Additions, Removals 

4. Total at bottom of screen 

5. Depreciation by function 





DEPRECIATION BY FUNCTION 

 
 

SELECT 





STEP 10:   
LONG TERM LIABILITIES 

1. Select Activity type 

2. Update Liability Record 

3. Other Post-Employment Benefits (OPEB) – enter 
Annual Required Contribution (ARC) 

 



STEP 10:   
LONG TERM LIABILITIES 

4. Net Pension Liabilities 

5.  Compensated Absences -  

6.  Print report 

 

NOTE:  Bonds entered by OPI (Verify bond, SID) 

 



   Select Activity Type 
   Business 
   Governmental 

 Add A New Liability Record 

 Add Net Pension Liability Record 

 Update Liability Record 

 Update Compensated Absences 

 Print Report 

 
 



STEP 11:  SPED REVERSION 

1. Select your district 

2. Print to PDF 

3. Page 1 shows the reversion calculation 

4. Page 2 shows 280 expenditures that count toward 
avoiding reversion 

5. This is connected to the revenue 3115 calculation 

 



STEP 12:   
SPED EXCESS COST CALCULATOR  

1. Select your district 

2. Print to PDF 

 



STEP 13:  TFS VALIDATIONS 

1. Can pick which validations to view 

2. Corrective validations must be cleared 

3. Red warning validations  

4. Warning validations 

ALL validations should be cleared or  

addressed by your district 

 



STEP 14:  SUBMIT TO OPI 

 

ONLY for Coops 
 



STEP 14:  SUBMIT TO OPI 

 

NOT for DISTRICTS 
 



STEP 14:  SUBMIT TO OPI 

DISTRICTS….. 

 

1. CLEAR ALL TFS CORRECTIVE VALIDATIONS 

2. COMPLETE BUDGET 

3. OK TO SUBMIT 

 



TFS  
CHANGES OR REVISIONS 

ARM 10.10.504 6(a)(b) 

 (6) Material revisions to the annual trustees' financial summary (TFS) submitted by 
December 10 shall be accepted, limited to the following types of adjustments: 

 (a) coding revisions between revenue or expenditure line items providing no change 
occurs in the fund balance of budgeted funds; and 

 (b) revisions in balance sheet accounts provided no change occurs in the fund 
balance of budgeted funds. 

 (7) Changes that affect fund balance in a budgeted fund or immaterial line item 
coding changes must be reported as prior period adjustments in the trustees' 
financial summary for the current year. The district may need to adopt a budget 
amendment in the current year to record the prior period adjustment within the 
budget of a fund. 

 

 

 



TFS  
CHANGES OR REVISIONS 

Changes to be made by OPI 

Photocopy of original TFS with… 

1. Strike out incorrect code, amounts, etc. 

2. Hand write in correct code, amount, etc. 

3. Date it 

4. Sign it 

 

 

 

  



STRIKE OUT * WRITE IN * SIGN * DATE 

NOTICE:   

1. INCORRECT AMOUNT crossed out 

2. CORRECT AMOUNT written in 

3. DATE 

4. SIGNATURE / INITIALS 



CHANGES OR REVISIONS – 
BUDGETED FUNDS 

August 2017 
SU MO TU WE TH FR SA 

    1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31     

 Unlock your submitted report 

 IF 

 County has NOT set mills 

 GENERALLY BEFORE 

 Aug 15th 

  



CHANGES OR REVISIONS – 
BUDGETED FUNDS 

Send to OPI no later than 
December 10th 

December 2017 
SU MO TU WE TH FR SA 

          1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

 AFTER… August 15th 

  

 Send to OPI no later than 
December 10th 

  



CHANGES OR REVISIONS 

After changes have been sent to OPI… 

1. VERIFY – did OPI make the change you 

expected?? 

2. VERIFY – ARE YOU SURE?? 

3. SEND copies of changes to county superintendent 

 

 

 

  



CHANGES OR REVISIONS 

Changes after AUGUST 15TH?? 

Send to OPI at 

          Mari Haefka 

          FAX:  444-0509 

          EMAIL:  mhaefka@mt.gov 

      PHONE:  444-1960 

 

 

 

  

mailto:mhaefka@mt.gov


SB261: WHAT CAN YOU DO??  
 
BUDGET REDUCTION & FY17 REVENUE 
TRIGGERS 

1. Underspend the budget by the amount of reduction 

2. Tap into reserves to fund the portion of the reduction 

3. Make expenditures from a difference fund to cover the reduction 

4. Estimate the combined block grant amount in the Flex Fund (29) rather 

than other budgeted funds 

 

 



WHAT’S THE EFFECT… 

TFS   

 Ending Fund Balance 

 FBR >15% of Max GF 

 Program Code 280 

  

BUDGET 

 Beginning Fund Balance 

 Excess to be refunded to OPI 

 Rev Code 3115 - Special Education  



WHAT’S THE EFFECT… 

BUDGET VALIDATION 
  

 BUDER-W01:   

 The amount designated as excess reserves 

 IS LESS THAN  

 The amount that could be reserved 

  

BUDGET 

 Excess Reserves can be reserved for an 

unlimited number of year PROVIDED 

your operating reserves are at 10% (GF) 

  

 FY16 = 50 validations 



   Questions? 


